
Begin from the Switchboard, where you first select your Project.  Check the Environmental 
Stewardship button, then select the E-S – Partnership Agreements and click the Launch button. 

Select the Project Site, if it’s not 
already the default 

Make sure the Environmental 
Stewardship Button is highlighted 

Select the E-S – Partnerships 
Agreement form 

Click on Launch 



This opening screen displays all agreements listed in OMBIL for the Project Site (PS), including 
both ES and Recreation agreements.  Under ES, you can view the Recreation agreements, but 
cannot edit them.  You must access them through the Recreation business function and update 
process.  If you click on the View/Edit button for a Recreation agreement….. 



A System Warning will inform you that the record is not editable and you must go to the 
Recreation Business function in order to make changes to that record.  Just Click OK. 



The Recreation Agreement will be displayed for Review Only, but users may not make any 
changes to a Recreation agreement in the ES module.   Click on the Exit door. 



10 records may be displayed at a time.  If you have more than 10 agreements use the scroll bar 
on the right to view the remainder of the agreements.   



After you scroll down, you can see the remainder of the agreements.   



Limit the agreements shown on the screen by using the filters at the top of the screen.  Simply 
select an Agreement Type, an Organization (Name), or an Organization Type.  After a filter is 
selected, click on the “Show Selected” button and the screen will refresh with only show those 
agreements the user selected.  If there are known agreements that do not appear, the user 
must click on the “Create New” button and work through the screens to create a new 
agreement.  If no new agreements need to be created, then click on the “Annual Data” button 
to start the update process or the “View/Edit “ button to review and/or update basic 
partnership information. 



In this example, we have selected Cooperating Association as a filter so that only those type 
agreements will be displayed.   



Once the “Show Selected” button is clicked, the screen will refresh and only display the  
Agreements meeting the criteria specified in the filter. 



In this example, we have re-set the Agreement Type to “All Types” and are now filtering on the 
Organization Name “Texas Equestrian Trail Riders Association” This will limit the display to 
specific organizations.  Click “Show Selected”. 



As you can see, by filtering on the Organization Name, the display shows all agreements for 
that organization, regardless of the type of agreement. 



In this example, we have re-set the Agreement Type to “All Types” , the Organization To “All 
Organizations” and are now filtering on Type of Organization “NonProfit.” This will limit the 
display to a specific Type of Organization.  Click “Show Selected”. 



By filtering on Non Profit, the list shows those non profit groups that have agreements at the  
project site (regardless of Business line).   In order to proceed with the update process, we will 
re-set the screen one more time to display all agreements. 



To see more detailed information about any of the agreements or make corrections to the 
basic agreement and/or organization information, click on “View/Edit”. 



A system generated message pops up, but is only partially correct.  Annual financial data is 
available for viewing only in this screen and cannot be updated/edited.  However, the Edit and 
Delete capabilities are active.  Edits will only be made permanent upon saving.  Deletions are 
permanent as soon as the delete record button is pressed (Red X at top of page).   



In this screen, users can make changes to the “Description”, “Partnership Type”, “Primary 
Organization”, “Primary Purpose”, or Co-Partners (note that they are lit up/active).   The 
effective date may only be changed if the agreement was created during the current update 
year (FY12 for this exercise).  For example, if the agreement has data for prior fiscal years, then 
the effective date may not be changed.  The “Terminated” also may not be edited in this 
screen.  Note that those fields are grayed out for this example.  An agreement may be deleted 
only if it was created during the current update year, i.e. you can not delete the record shown, 
because it was created in FY11.  No changes may be made to any of the FY data in the bottom 
half of the screen.  Note that they are also grayed out.  Changes to the FY data will be 
described later in this presentation.  



When you click on the Red X to delete the record, the system will tell you if the agreement 
year and the current year are the same.  If not, the message above will appear.  This is a safety 
check by the system to let the user know if they are trying to delete an agreement that is 
outside of the current update year.  Click on “OK”. 



Users can change or edit the “Description” by typing in the box above.  If change s are needed 
to the “Partnership Type” due to an error in the original data entry, then double click on the 
datafield. 



In this example, we will change the “Partnership Type” from a Contributions Program to a  
Cooperating Association so you can easily see the differences in the screen.   



As you can see, the data fields have changed to match  the requirements for the Cooperating 
Association, i.e. there are two more datafields to complete – “Value of Sales” and “Number of 
Paid Staff”; however,   



If attempting to change FY data in the bottom half of the screen, a warning message seen 
below will appear that the field is protected against update.  Updating the FY data will be 
discussed later.  If you need to change or edit the name of the organization, double click on the 
“Primary Organization” datafield. 



This system generated message will appear telling you that you can either find a new 
organization (using the Organization finder or wizard) , edit the current  organization.  First 
let’s look at the Edit function.  



In the Edit screen, you can change (correct) the Name of the organization, the Organization 
Type, Phone, Description, and Address, but you cannot change the Local or National indicator 
buttons or the Parent Organization.  That function is reserved for administrators of the system.   



To update (correct) the Name (see *Note below), Phone, or Description, just click on those 
datafields and type in the correct data.  If you need to change the Organization Type, then 
double click on that datafield to view the pick list shown above.  Then select the correct 
description.  To update the Address, click on Address to bring up that screen.   
 
*NOTE – Do not use this function to change the Name of the Organization to a different 
Organization.  This function is only to correct spelling errors, etc.  The process to select a 
different Organization, or create a new one, will be explained in the next few slides. 



In the Address screen, edit any of the datafields as needed, then click on the “Exit” door. 



When you exit the Address screen, you are returned to the Edit Name screen.  We don’t want 
to edit the name, but we do want to select a different organization (by name), so Exit this 
screen. 



This takes you back to the View/Edit screen.  If you don’t need to edit the Primary 
Organization, but instead need to change it to another entity (because of previous error, i.e. 
the wrong organization is listed for the agreement), then double click on the Primary 
Organization datafield once again. 



In order to change the organization selection (to one either existing in the system already or to 
create a new one) you would click on the “Find” button.  This would take you to the 
Organization Wizard which will be discussed in length later in the presentation, so keep that in 
mind until we get to that section.   For now we will click on “Cancel” in order to proceed with 
the exercise. 



To change the “Primary Purpose”, double click on the datafield. 



This List of Values will pop-up and allow you to make the proper selection. 



You can also add Co-Partners to the agreement by clicking on the Co-Partner button located 
right under the Primary organization. 



A pop-up screen appears that provides the capability to add Co-Partners to the agreement.  If 
you double click on the first line, it will launch the Organization Wizard that allows you to 
either select an existing organization or add a new organization.  This wizard will be discussed 
later in this presentation.  While the screen only shows 5 lines, if you have more than 5 Co-
Partners, all you have to do is click on the Green + in order to add additional entries.  Click on 
“Close” for now. 



When you Exit the “View/Edit” screen, the system warning will notify you that changes have 
been made and you should only select Yes if you are certain you want to keep the changes.  
Since this was just an exercise, we will click “NO”. 



When you exit the “View/Edit” screen, you will be returned to Project Partnership Agreements 
screen.   



If you discover that you need to add a new agreement, simply Click on the “Create New” 
button.   



 

This is the first of several screens that must be completed in order to add a new Agreement to 
the Project Site.  We will start with the WHAT form by clicking on the data field “Partnership 
Agreement Type”.    



This will display a list of the seven types of Partnership Agreements that are available for 
selection.  For this exercise, we will select “Economy Act  Partnership”. 



Once the Partnership Agreement Type has been selected, the description box to the right will 
auto-populate with a pre-formatted description that cannot be changed by the user.  Now 
Click on the datafield below Primary Purpose. 



This will display the five broad categories available for selection under Primary Purpose.  For 
this example we will use Environmental Stewardship. 



 

Once the Primary Purpose has been selected, the description box to the right will auto-
populate with a pre-formatted description that cannot be changed by the user. 



 

Next is the Description box, where the user gives a detailed explanation of the purpose of the 
agreement.  This is limited to 255 characters, so be concise.  Click “Next”. 



 

On the WHEN screen, you simply provide the Effective Date for the agreement by either 
double clicking on the datafield, which will bring up a calendar, or by typing the date in the 
correct format – dd-mon-yyyy. 



 

With the calendar function, you simply select the date you want and then click “OK”. 



 

When you click OK on the Calendar (previous screen), the date will auto-populate the 
datafield.  Once the date has been entered correctly, simply Click “Next”. 



 

The WHO screen is the first step in selecting a Primary Organization, by name.  Simply “double 
Click” on the datafield and it will bring up another screen where you will either select an 
existing organization or add a new one. 



 

This is the Organization Wizard (which was mentioned earlier when we discussed changing the 
organization within an agreement or entering Co-partners to an agreement) is a search engine 
with filters used to find existing Organizations (partners).  if the one you are looking for does 
not exist, you may create a new one.  In this example we are going to search for the US Fish & 
Wildlife Service. 



So first we will filter on Federal Agency (Other than the Corps) by clicking the “Yes” radio 
 button for “Filter on Organization Type?”.  You will notice that once you make a selection,  
there are comments that auto-populate in the “Recommendation” box. These comments  
will change as you make changes to your filters.  These are important  notes about what to 
 do in different circumstances, so read them carefully. 



 

When you select a Type of Organization, then the Search results display 64 Search Results for 
the type you specified.  In this case, it shows there are 64 Federal Agencies (Other than the 
Corps) listed in the system.  Next click the “Yes” radio button for “Filter on National 
Organizations?” 



 

After filtering on National  Organizations, we look specifically for US Fish & Wildlife Service.  
Under Search Results, it now shows there are 16 possible matches and please note that the 
comments in the “Recommendation” box have changed accordingly. 



 

Since Bardwell Lake is in Texas, we will now click the “Yes” radio button to Filter on State? And 
select Texas.  As shown, there are currently no matches in Texas for US Fish & Wildlife Service.  
Again, note the changes in the “Recommendation” box comments. 



 

Now we check the “Yes” button for the “Has Partnership at Project Site?” Because there are no 
matches to our filters, the “New Organization” button has now become activated.  Based on 
the results of our search, we know there is no match at this project site, so click the “New 
Organization” button. 



 

When you click the “New Organization” button, a right hand side screen opens up to reveal 
the datafields necessary to create a new Organization listing.   

 
 
 
 
 
 
 
 
 
 
 
 
 



 

Simply fill in the applicable datafields (the colored fields must be completed in order to 
complete the process).  If you make a mistake, or realize you are using the wrong organization, 
just click the “Clear Above” button and you can start over.  Once you have the correct data 
entered, click on the “Use Above” button to accept this organization. 



 

This automatically takes you back to the Primary Organization screen, and populates the 
datafield with the organization you created.  If there are Co-Partners, they can be added now  
by double clicking on the yellow/green line and going through the same process you used for 
the Primary Organization.  Click “Next” to proceed to the next screen. 



 

This is a final step in creating the new Agreement, so if you decide you have made an error, 
simply click on the “Cancel” button and it will abort and take you back to the opening screen.  
In this case, we will click on “Create” which accepts this new agreement that has just been 
finished. 



 

The system will now allow you to create another agreement if you need to do so.  In this 
example we do want to create another agreement, so click on “Yes”. 



This will take you back to the WHAT screen of the “Create New Agreement” process. 
Handshake Partnership is already selected as the Agreement Type and Recreation as the 
Primary Purpose, and a purpose entered.  Click “Next” to proceed.   



As before, select the appropriate Effective Date of the agreement, then click “Next”. 



As before, you need to double click on the “Primary Organization” line. 



In this example, I have already selected as filters, the Type of Organization of Non-Profit, the 
National Organization of Boy Scouts of America, National Council, and Texas for State.   Then I 
clicked on the “Load List” button and it displays the three possible matches in the dropdown 
list. 



 

There are three possible matches, and for this example, we want the first one so, simply click 
on it. 



Since this is the organization we want to use in this example of a new  Agreement, simply click 
on the “Use This One” button. 



 

The pertinent information about this organization now appears on the right hand side of the 
screen.  Since that is the one we want, click on the “Use Above” button. 



As before, this takes you back to the Primary Organization screen and auto-populates the 
datafield.  Click “Next”. 



Once again we are back at the final screen for creating a new Agreement.  Click on the 
“Create” button. 



The system continues to give you opportunities to create new Agreements until you tell it that 
you don’t need another one.  Click “No”. 



The system returns you to the opening screen of the Wizard and as you can see, the two 
new agreements we created, one with the US Fish & Wildlife and one with the Boy  
Scouts are now displayed.   



Some might think that because you have now entered all of the Partnerships /Agreements, 
that you are through with the update; however, if you click on the “Exit” door… 



You will receive this System Message letting you know you still have to go through the “Annual 
Data” in order to complete the update process, so click on “OK”. This message says the update 
can be done only until 30 June 2012; however, that is just for training purposes and the actual 
date (usually the end of Oct of the update year) will be shown during the live update. 



You will be taken back to the Switchboard, where you can exit the system and come back later 
or simply Click on the Launch button again to start the Partnership Annual Update data entry. 



This will take you back into the Partnership wizard and at this point we are ready to begin the 
update of Annual Data, so click on the “Annual Data” button. 



 

Begin by selecting a Fiscal Year.  Click on <Select fiscal year>. 



We are updating data for FY 2012, so simply select 2012 from the dropdown list and then click 
“Start”.  You will only be able to update data for the report FY.  All other fiscal year data is 
locked and any changes to prior years must be requested through the District POC. 



This screen displays all of the Partnerships currently listed at the Project Site; however, some 
of them may not have had any activity during the report FY, so you can eliminate them from 
the update process by clicking on the “No Activity” box located at the end of each Agreement.  
There is also a column labeled “Terminated” so if any of the agreements have been 
terminated, i.e. there will never be any more activity under that agreement, then check that 
box.  Note the scroll bar to the left.  If you have more agreements than will display on one 
page, you will need to scroll down to see the remainder.   



In this example, we marked one of the agreements as having No Activity during this report FY.  
So to proceed to the update, Click “Next”. 



A system message once again gives you another chance to Create a New Agreement if you 
notice that one is missing.  Click the “OK” button. 



The screen refreshes to display only Active Agreements that are active for the report FY.   
If you now see that an Agreement is missing, simply click the “Create” button and it will 
take you back through the creation process.  Since we aren’t missing any, we will proceed 
by clicking the “Next” button to begin the data update process. 



Each type of agreement will be displayed on a separate screen and the process starts with 
Cooperating Association.  All of the Cooperating Association Agreements that are active during 
the report FY will be displayed here.  All the user needs to do is Update the Values for each 
agreement.   

NOTE!  This page has been compressed to fit on the screen.  In 
the actual OMBIL program, you will have to use the Scroll bar 
across the bottom to see all of the datafields. 



In this example, we have used the scroll bar across the bottom and all of the datafields have 
now been completed. For all of the update screens, the “Volunteer Rate” is pre-set and the 
“Value  of Services”, “Total Partner Value”, and “Total Amount” are all calculated by the system 
and cannot be changed by the user.  Click “Next” to continue the update. 



NOTE!  This page has been compressed to fit on the screen.  In the  
actual OMBIL program, you will have to use the Scroll bar across the  
bottom to see all of the datafields. 

All of the Challenge Partnership Agreements that are active during the report FY will now be 
displayed here.  All the user needs to do is update the Numbers for each agreement and then 
Click “Next”.  For this exercise, we have filled in all of the datafields.  Remember the scroll bar 
on the left and at the bottom.  Click “Next”. 



All of the MOUs and MOAs that are active during the report FY will now be displayed.  All the 
user needs to do is update the numbers for each agreement.  For this exercise, we have filled 
in all of the datafields.  Remember the scroll bar on the left and at the bottom. Click “Next”.  

NOTE!  This page has been compressed to fit on the screen.  In the  
actual OMBIL program, you will have to use the Scroll bar across 
the bottom to see all of the datafields.  



NOTE!  This page has been compressed to fit on the screen.  
In the actual OMBIL program, you will have to use the Scroll 
bar across the bottom to see all of the datafields.  

All of the Contributions Program Partnerships that are active during the report FY will now be 
displayed.  Again, all the user needs to do is update the Numbers for each agreement and then 
Click “Next”.   For this exercise, we have filled in all of the datafields.  Remember the scroll bar 
on the left and on the bottom.  Click “Next”. 



All of the Handshake Partnerships that are active during the report FY will now be displayed.  
All the user needs to do is update the numbers for each agreement.  For this exercise, we have 
filled in all of the data fields.  Remember the scroll bar on the left and at the bottom. Click 
“Next”.  

NOTE!  This page has been compressed to fit on the screen.  In 
the actual OMBIL program, you will have to use the Scroll bar 
across the bottom to see all of the datafields.  



All of the Economy Act Partnerships that are active during the report FY will now be displayed.  
All the user needs to do is update the Numbers for each agreement.  For this exercise, we have 
filled in all of the datafields.  Remember the scroll bar on the left.  NOTE: This screen is not 
compressed as the others have been for display as this screen has less datafields so it fits.  
Click “Next”.  



All of the Cooperative Agreement Partnerships that are active during the report FY will be 
displayed here.  All the user needs to do is update the Numbers for each agreement.  For this 
exercise, we have filled in all of the datafields.  Remember the scroll bar on the left and across 
the bottom.  Click “Next”.  

NOTE!  This page has been compressed to fit on the screen.  
In the actual OMBIL program, you will have to use the Scroll 
bar across the bottom to see all of the datafields.  



Congratulation you are finished!!  Assuming you have completed all of the datafields for all of 
the agreements, you are through with the update of the Partnership Agreements data.   Click 
“OK”. 



A final system message says you are exiting the program and you may re-enter it and make 
changes only during the specified period (dates shown are for training only and will be 
different for the actual update).  After that update period, the system will be locked and any 
changes must be requested through the appropriate District POC.  Click “OK”. 



Once you are back at the Switchboard, you may re-enter the Partnership Agreements wizard 
to make any last minute changes, Exit the system or continue on with another update.   
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